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Case Entry 
Workflow for Case Manager 



FIG. 4 



Create New Case 






Select C 


ase Type 



key: 




□ 


indicates user action 


O 


indicates a decison 


u 


indicates system action 



Yes 





Inherit data from 
Client Case Type 
Profile and Case 
/Type Defaults (Case Manager/ 
Profile) 



Create Case Type 
Profile for Client 




Perform Lookup to 
obtain Investigator 
for Zip Code 




Assign 
Investigator 
to Case. 



Case Status becomes 
"Assigned" 




Manually Assign 
Investigator to Case 
from Picklist 



Budget Calculation is 
Performed 



Case Manager Notifies investigator 
via phone, fax or email 





Status of Case is 
set to "Active" 




Click "Reassign" 




b u tto n . 





Case Progress 



Time & Expense Entry 




Investigator 
Enters Time and 
Expenses 



Case Manager 
enters Time and Expenses 







Flag Entry as 
"Unapproved" & 
Notify Case Manager 



/ . 


Case Manager 
Disapproves Entry 
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Case Manager 
approves Entry- 



Status of Entry 

becomes 
"Rejected". It is 
not included on 
any invoices. 




Case Closure 



I internet J ' 



Investigator 
Marks Case as 
"Work Complete" 





Case Manager 

selects to 
Continue the 
case 



Case Manager 
changes status 
of case to 
"Closed" 



* Status becomes "Reopened" 

* New Budget is calculated. 

* Old Budget is copied to 
Archive Budget document. 

-* Existing Time and Expense 
* Entries are hriarkeoVC losed" 



*-4 4 



Case Manager/Client decides 
to Reopen the case 
at a future time. 



Reports and Invoicing 




Create Final 
invoice and Final 
Case Report. 



Locate any 
cases that have 
billing cycle set 

up that are 
currently due. 



Create Interim 
Invoice and 
Interim Case 
Report 



Case Manager 
selects to create 

Interim report by 

clicking a button. 



Create Interim 
Case Report. 



Client Disputes 
Invoice 

I 

Case Manager 
clicks "Create 
Credit" button 
and applies 
credit to Case 




